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Introduction

The evaluation of proposals received in response to the RFP will be conducted
comprehensively, fairly and impartially. Structural, quantitative scoring
techniques will be utilized to maximize the objectivity of the evaluation.

IL Evaluation Process

The procurement officer or an evaluation committee of designated reviewers
selected by the head of the state purchasing agency or procurement officer shall
review and evaluate proposals. When an evaluation committee is utilized, the
committee will be comprised of individuals with experience in, knowledge of,

and program responsibility for program service and financing,

The evaluation will be conducted in three phases as follows:

¢ Phase | - Evaluation of Proposal Requirements

o Phase 2 - Evaluation of Proposal Application
¢ Phase 3 - Recommendation for Award

Evaluation Categories and Thresholds

Evaluation Categories

Administrative Requirements

Possible Points

Proposal Application 100 Points
Program Overview 0 points

Experience and Capability 20 points

Project Organization and Staffing 15 points

Service Delivery 50 points

Financial 15 Points

TOTAL POSSIBLE POINTS 100 Points
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I1L. Evaluation Criteria

A, Phase I - Evaluation of Proposal Requirements

1.

Administrative Requirements

Applicant should ensure that it has complied with the administrative
requirements in Section 1 of this RFP,

Proposal Application Requirements

4 & & @& © © » o &

Proposal Application Identification Form (Form SPO-H-200)
Table of Contents

Program Overview

Experience and Capability

Project Organization and Staffing

Service Delivery

Financial (All required forms and documents)

Program Specific Requirements (as applicable)

Hawaii Compliance Express Registration (RFP Awardees will
be required to show proof of compliance before contract is
executed)

Class Matrix

Applicant Proposed Course Catalog

Proof of doing business in the State of Hawaii for at least one

(1) year.

Proposals that meet the above minimum proposal application
requirements will then be reviewed for award. Notification of
meeting or not meeting minimum proposal applications will be
given after final awards have been announced.

B. Phase 2 - Evaluation of Proposal Application
(100 Points)

Program Overview: No points are assigned to Program Overview, The
intent is to give the applicant an opportunity orient evaluators as to the
service(s) being offered. '

1. Experience and Capability (20 Points)

The state purchasing agency will evaluate the applicant’s experience
and capability relevant to the proposal contract, which shall include:

Proposal Evaluation (Rev 9/13.)
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A. Necessary Skills

o Demonstrated skills, abilities, and knowledge
relating to the delivery of the proposed services.

B. [Experience

¢ Adequate experience with the services being
proposed. Note: Applicant must have been in
business in the State of Hawaii for at least one year
and have a minimum of one yeat’s experience with
the services proposed.

e Demonstrated experience in working with the target
population and to provide service in a manner which
accommodates the learning styles and needs of
incumbent workers

C. Quality Assurance and Evaluation

o Sufficiency of quality assurance and evaluation plans
for the proposed services, including methodology.,

e Demonstrated ability to meet all reporting
requirements.

D. Facilities

* Adequacy of facilities relative to the proposed
services,

o Convenience and neutrality of training facility
location(s)

2. Project Organization and Staffing (15 Points)

The state purchasing agency will evaluate the applicant’s overall
staffing approach to the service that shall include:

Proposal Evaluation (Rev 9/13.}
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A, Staffing

e Proposed Staffing: That the proposed staffing pattern,
client/staff ratio, and proposed caseload capacity is
reasonable to insure viability of the services. (Note:
Pursuant to ETF policy, class size shall not exceed a
student to teacher ratio of 60:1.)

o  Staff Qualifications: Minimum qualifications
(including experience) for staff assigned to the
program.

e Adequate fiscal and administrative support to insure
timely preparation and submission of records and
reports.

B. Project Organization

e  Supervision and Training: Demonstrated ability to
supervise, train and provide administrative direction to
staff relative to the delivery of the proposed services.

¢  Organization Chart: Approach and rationale for the
structure, functions, and staffing of the proposed
organization for the overall service activity and tasks.

. Service Delivery (50 Points)

Evaluation criteria for this section will assess the applicant’s course
catalog and the Matrix of Training Courses, which is included in the
RFP Proposal Application, The evaluation criteria will also assess
factors such as geographical location, class schedule, course content,
whether tuition costs are reasonable and comparable to tuition prices
of comparable courses in the area, and whether provider’s system
for verification of participant’s attendance in the course is adequate.

More consideration will be given to applicants who address the
following:

o Greater variety of courses;

¢ More choices in class schedules and/or frequency of
course offerings;

¢ Training offered in more than one geographical area;

o Instructor’s experience in working with target groups
being served,

e Establishment of discounted prices for tuition, e.g. 15%
discount of catalogue price;

e Demonstrated reliability of classes being conducted even

Proposal Evaluation (Rev 9/13.)
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with few attendees;

o Adequacy of the Provider’s system for verification of
participant’s attendance in the course;

¢ Demonstrated ability to provide the proposed services in
accordance with ETF policies and procedures (see
Special Conditions and Section 2, item 111, Scope of
Work);

* Demonstrated ability to meet the service requirements
under Section 2, I11., item B;

o Demonstrated ability to meet the management, billing,
and reporting requirements under Section 2, II., item B.

4. Financial (15 Points)
¢ Competitiveness and reasonableness of unit of service rate.
(Note: Pricing structure of this RFP is based on negotiated unit
of service rate.)
o Vendor accepts pCard (ie credit card payment)
¢ Adequacy of accounting system.

Phase 3 - Recommendation for Award

Each notice of award shall contain a statement of findings and decision
for the award or non-award of the contract to each applicant. There is no
limit to the number of awards for this RFP. However, proposals must
score at least eighty (80) points to be considered for an award.

Proposal Evaluation (Rev 9/13.)
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Section 5

Attachments

Proposal Application Checklist

Sample Proposal Table of Contents

Sample Matrix of Proposed Training Courses
Sample ETF Employer Referral Monthly Report
Invoice Sample for Billing Purposes

Special Conditions (of State Purchasing Agency)
General Conditions for Health and Human Services
Contracts
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Proposal Application Checklist
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Applicant:

Proposal Application Checklist

RFP No.:

DLIR/WDD 2015-1

The applicant’s proposal must contain the following components in the order shown below, This checklist must be
signed, dated and returned to the purchasing agency as part of the Proposal Application, SPOH forms ore on the SPO
website. See Section 1, paragraph 11 Website Reference. *

Required by | Completed
Format/Instructions | Purchasing by
Ftem Reference in RFP Provided Agency Applicant
General:
Proposal Application Identification | Section 1, RFP SPO Website X
Form (SPO-H-200)
Proposal Application Checklist Section [, RFP Attachment A X
Table of Contents Section 5, RFP Section 5, RFP X
Proposal Application Section 3, RFP SPO Website* X
(SPO-H-200A)
" . ] Hawaii Compliance X

OB | esion | g

SPO Website*
Cost Proposal (Budget)
SPO-H-205 Section 3, RFP SPO Website*
SPO-H-205A Section 3, REP SPO Website*

Special Instructions are in

Section 5
SPO-H-205B Section 3, RFP, SPO Website*

Special Instructions are in

Section §
SPO-H-206A Section 3, RFP SPO Website*
SPO-H-206B Section 3, RFP SPO Website*
SPO-H-206C Section 3, RFP SPO Website*
SPO-H-206D Section 3, RFP SPO Website*
SPO-H-206E Section 3, RFP SPO Website*
SPO-H-206F Section 3, RFP SPQO Website*
SPO-H-206G Section 3, RFP SPO Website*
SPO-H-206H Section 3, RFP SPO Website*
SPO-H-2061 Section 3, RFP SPO Website*
SPO-H-206) Section 3, RFP SPO Website*
Certifications;
Federal Certifications Section 5, RFP
Debarment & Suspension Section 5, REP
Drug Free Workplace Section 5, RFP
Lobbying Section 5, RFP
Program Fraud Civil Remedies Act Section 5, RFP
Environmental Tobacco Smoke Section 5, RFP
Program Specific Requirements:
Matrix of Proposed Training Courses Sections 2, 3, and | Sample in Section 5,

4, RFP RFP
Applicant’s Course Catalogue Sections 2, 3, and
4, RFP
Authorized Signature Dafe

SPO-H (Rev. 7/14)
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Sample Proposal Table of Contents




Organization:

RFP No:
Proposal Application
Table of Contents
I. Program Ovel'view lllllllllllllllllllllllllllllllllllllllllllll LERRL LR Y] ll.‘ll.‘lll‘l.l‘ll"‘ill.".'l."...l
1I. Experience and Capability .o s 1
A, NecesSaArY SKIIIS tviiiiieiinimiieiniriisieineeesesessssesseseesassssssssssenssaessesens 2
B. EXPEIIEIICE. ... vecvrerietirerceesees et eserees s ees e s b e sreses e s aa s bessasnssosassssnsansnns 4
C. Quality Assurance and Evaluation.........ccocceceveriesieninnicscnsscreesiecrennnns 5
D. Coordination 0f SerVICES....ciimririririecrere v rssr s resessrress e seass 6
E. FaCIIEIES ..o vecririeee it nes e cn b st bbb ebnebs st beasetssrnareas 6
HE.  Project Organization and StAffing ..., 7
A. STAFTING . veererveereieiieriiierorienee ot es e tesasirs e te e s e s aesnesaees e tenesseesaennssanssns 7
1, Proposed Staffing.....ccecieinccecees v e e sn s 7
2. Staff QualifiCationS ......c.cvvvveverviverrees e serreseireereerreseesronnene 9
B. Project Organization .....veeenroienoereensinmiess s ieesss e ineesssssens 10
L. Supervision and Traifting . .v.weeeecereereeesreeresirereeerrssseseresrans 10
2. Organization Chart (Program & Organization-wide)
(See Attachments for Organization Charts)
IV.  Service Delivery. .. essn sirserssnennnsessarssarnne 1 2
V. Financial.... e e 20
See Attachments for Cost Proposal
VID Litigation lllllllllllllllllllllllllllllllllllllllllllllll QO'IDDlI.lQO..lC.l..O‘Cll.l.“..'ll“ll'llllI'lll‘."ll'.'ZG

VII. Attachments
A, Cost Proposal
Matrix of Proposed Training Courses
B. Other Financial Related Materials
Recent Financial Audit within the [ast six years
C. Organization Chart
Program
Organization-wide
D. Performance and Output Measurement Tables
Table A
Table B
Table C
E. Program Specific Requirements
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Sample Matrix of Proposed Training Courses
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Organization:

RFP No:

Sample ETF Employer Referral Monthly

Report




pARRA T3

00708 0008 00°0$ ﬁﬁ@mgw

R

ANAGNY 3IvG EYC T T T WoRC] SWYN S33NVEL TAYN WSACTNS SSHEN00
5 1500 NOWINL | aN335uN00 | 3$uNoD | uopoesuedt | siakoidus ;o oveq
SINFNNDD i TYIOL PO peI)
AFrng | ssefodus P

%0S % 05 ) sako|dum

Y Od

ONO'd

40 8Y

SINVN HCANIA

LGPLOC ON d98 QUMWIT1G LHOd3T A THINOW S 1vad33d SIA0TdNE I13



Organization:

RFP No:

Section 5
Attachment E

Ihvoice Sample for Billing Purposes




BILLING PROCEDURES AND REQUIREMENTS

The following is a sample of the information that should be noted on Vendor's invoice
(refer to the ETF Participant's State approved course registration form to include the

following):

Box #1
Box #2
Box#3

Box #4

Box#5
Box #6

Box #7

Box #8

Contractor's Name and Address where payment should be sent;

Date of Invoice and invoice Number;

Remit invoice to the WDD Local Branch Office address where the

ETF participant registered for courses;

Identify the name of the State Counselor that registered the ETF
participant, IMPORTANT: separate billings according to each WDD
Local Branch Office and WDD, ETF Counselor);

Enter the assigned State Purchase Order Number;

State the name of the company where the ETF participant is employed
(there should only be one company named on each invoice submitted to
STATE);

Enter the following information on each E'TF participant for each course
of enrollment (Note: the employer's 50% cost of ETF assistance, tax
inclusive, must be paid directly to Vendor before Vendor can invoice
DLIR for its 50% share of the cost for training, tax inclusive). The vendor
shall be responsible for collecting any excess balance of the cost of
training directly from the employer, including tax, without liability to
DLIR. These amounts should reflect the amount stated on the approved
Matrix; and

Enter the total amount due by DLIR to Vendor; submit the respective
ETF Employer Referral (ER) Report and attendance sign-in sheet with
invoice,

® PROVIDER'S Name and Address ® Date: 1/29/14

Invoice Number: # 0001

(4]

© Sold To: Workforce Development Division | @ State Purchase Order Number
Address (see Section 2) -

Name of State Counselor

® Name of the Business served; XYZ Stores

@ [TEM DESCRIPTION

DLIR's*

Date of Class Course No. Course Title Tuition
Partipant's Name 1/12/12 L82503 | Name of Course 50.00
Partipant's Name 1/07/12 - 1/08/12 L83105 | Name of Course 250.00

$ 300.00

* Tax Inclusive




